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No. 2014-26 Issuing Office: CECW-CE Issued: 5 Dec 2014 Expires: 5 Dec 2016

Subject: Process for Awarding Continuing Education Credits for E&C Internal Training Events
Applicability: Directive and Guidance

1. This ECB provides the direction and guidance on the USACE Engineering and Construction
policy for awarding professional development/continuing education training credits for internal
(USACE Only) training. The new policy and procedures are included in the attached HQ USACE
QMS Enterprise Standard (ES) - 27120, Awarding Continuing Education Credits for E&C
Internal Training Events.

2. Background: Numerous State Licensing Boards and Certifying Organizations have
established continuing education (CE) requirements for maintaining licensure/certification. The
National Council of Examiners for Engineering and Surveying (NCEES) and other such
organizations have developed Continuing Professional Competency guidelines, and have
encouraged the use of these guidelines in order to foster consistency in CE requirements.
Individual Licensing Boards and Certifying Organizations have the final approval on whether
activities qualify for continuing education credit. However, following these guidelines will make
the approval of continuing education credit more likely.

3. Purpose: Various USACE organizations sponsor or conduct numerous internal professional
or technical meetings; brown-bag meetings; and local, short, and informal type workshops or
seminars that may meet licensing board and certifying organizations requirements for CE
credits. This bulletin establishes the USACE process for awarding CE credits for internal
technical training events only. This bulletin does not constitute authority for local USACE
organizations to establish external, formal, or fee-based type training programs for the purpose
of issuing continuing education credits.

4. Process: QMS Process ES 27120 - Awarding Continuing Education Credits for E&C
Internal Training Event” outlines the USACE CE credit approval, award and documentation
process. QMS Enterprise Standards can be found at: https://tiny.army.mil/r/IPH2/.

5. HQUSACE point of contact for this ECB is Paul Dicker, CECW-CE, 202-761-0995, email:
paul.f.dicker@usace.army.mil.

ST
Encl JAMES C. DALTON, P.E., SES
ES 27170 — Awarding Continuing Education Chief, Engineering and Construction
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1.0 Purpose. Various USACE organizations sponsor or conduct numerous internal professional
or technical colloquiums; brown-bag meetings; and local, short, and informal type workshops or
seminars that may meet a variety of licensing board and certifying organization requirements for
continuing education credits. Below is the USACE Engineering and Construction process for
issuing continuing education credits for internal training events only.

2.0 Applicability. This process applies to USACE internal training events only. This process is
not applicable to external, formal, or fee-based type training programs. This process is
applicable for all professional series that require continuing education as a condition of
licensure/certification. The professions covered by this process include, but are not limited to:
Professional Engineer, Professional Architect, Professional Geologist, Professional Landscape
Architect, Professional Surveyor, and Project Management Professional. The term licensed
professional or professional within this document refers to the licensed professionals in the
applicable field for the type of credit hours (e.g. for PDH — Professional Engineer; for CMH —
Certified Planner)

3.0 References. Following are links to organizations that provide guidance on licensure and/or
registration. The list is not exhaustive and the instructor/proponent/sponsoring organization
should consult other references when developing a training event.

http://ncees.org/ - National Council of Examiners for Engineering and Surveying
http://www.aia.org/ - The American Institute of Architects
http://www.asla.org/ - American Society of Landscape Architects
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http://www.asbog.org/ - National Association of State Boards of Geology
http://www.pmi.org/Certification.aspx/ - Project Management Institute

4.0 Related Procedures. Not Used

5.0 Definitions.

5.1 Continuing Education (CE) Credit: In the context of this document, CE credit
(hour) is used to include Professional Development Hour (PDH) for National Society of
Professional Engineers (NSPE), Professional Development Unit (PDU) for Project
Management Institute (PMI), Certification Maintenance Hour (CMH) for American
Planning Association/American Institute of Certified Planners (APA/AICP), and other
similar type of professional development training credit units. American Institute of
Architects (AlA) does not allow for self reporting of professional development Learning
Units (LU).

5.2 Internal training: Internal training is training arranged by and given for USACE
employees. Typically these sessions are voluntary and include technical colloquiums; brown-
bag meetings; and local, short, and informal type workshops or seminars. Internal training may
be in-person based (i.e. classroom or conference room) or virtual (web-based). The training may
be provided by USACE employees, industry representatives, academics and consultants but is
fee-free to USACE.

5.3 Continuing Education Credit: A contact hour (nominal) of instruction or
presentation that is the common denominator for other units of credit. Short-term breaks
are permissible as long as a minimum of 50 minutes of presentation/participation per hour
is undertaken. CE credit (hour) cannot exceed the actual contact clock hours. For fraction
of hours, CE credits hour must be rounded down and reported to the nearest half hour and
no activity of under one-half hour shall be accepted as qualifying for CE credit. For
example, a qualifying activity of 50 minutes would be reported as one CE credit hour, an
activity of 40 minutes would be reported as one-half CE credit hour, an activity of 25
minutes would not qualify for any CE credit.

For teaching, apply a multiple of 2x to the period of time instructing, e.g., one hour of
presentation in an approved course/activity will earn 2 CE credit hours. Presenters will
earn credit only for the first time they make a presentation in an internal training event. No
additional CE credits will be given for multiple presentations of the same technical
program. To receive their credit hours, presenters will have their certificates signed by
Approving Official or next level licensed professional. Where the instructor/presenter is
the highest ranking licensed professional in a specific profession for the District/Center,
recommend a co-instructor be assigned to training event so that the instructor can receive
CE credits.

5.4 Qualifying Training Event: Any professional development activity that meets the
following criteria: (i) contributes to the advancement, extension or enhancement of the
professional skills and/or scientific knowledge of the attendee in practice of his/her profession;
(i) fosters the enhancement of general or specialized practice and values of professional practice,
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related sciences and/or ethics; and (iii) is developed and presented by persons with education
and/or experience in the subject matter of the program.

5.5 Instructor/Proponent: The person responsible for preparation and presentation of the
technical program, and documentation of attendance.

5.6 Sponsoring Organization: The organization where the instructor(s)/proponent resides.
This can be a Section, Branch, Division, Resident Office, Area Office or Directorate.

5.7 Approving Official: The highest ranking licensed Professional within the sponsoring
organization will authorize and approve continuing education credit for qualifying training
events. For example, if a section within Engineering Division sponsors a qualifying training
event that provides support primarily to that section, the Section Chief (providing he/she is
licensed/registered) would authorize and approve the continuing education credits. If the training
applied to more than one section the appropriate Branch Chief would be the approving official,
and so on

6.0 Responsibilities.

6.1 Approving Official: Authorize and approve CE credit hours for the qualifying training
event by signing the Professional Development Training Certificate.

6.2 Instructor/Proponent: Prior to the qualifying training event, prepare and submit the
required documentation to the approving official for review and approval, e.g., signature of the
Professional Development Training Certificate. At the beginning of training event, inform
attendees who desire CE credits that they MUST complete the Record-of-Attendance form at
the conclusion of the event. This is the official record of who attended and received CE credit.
The Instructor/Proponent shall validate the Record-of-Attendance form by signing and dating
the form. At the conclusion of the training event, provide a training certificate to all attendees
who desire CE credits. This is the attendees’ proof of participation and attendance for submittal
to their respective licensing organization.

When conducting an event virtually (e.g. Webinar, VTC), the instructor/proponent shall
verify attendance by obtaining a list of attendees at each remote site before providing the
training certificate(s). The instructor will annotate attendees on a Record of Attendance form.
This list is the official attendance roster for individuals. Participants need to be notified to log
in with full name. For groups of two or more at remote sites, this attendance verification shall
be in the form of a memo or e-mail from an official at each remote site that is of at least equal or
greater rank to the Chief of the Sponsoring Organization. For example: if the Sponsoring
Organization is a Branch, then a Branch Chief at another district can verify attendance. The
person verifying attendance does not need to be licensed/registered.

6.3 Sponsoring Organization: The sponsoring organization will post an electronic record of
the training event for CE credits (See paragraph 8.1 for required content) on the District’s
intranet site as the official record of the completed event.





6.4 Attendee/Participant: Attend the qualifying training event. Complete the Record-of-
Attendance form at the conclusion of the qualifying training event. This is the official record
of attendance. Obtain a Professional Development Training Certificate. This is the attendees’
proof of participation and attendance for submittal to their respective Licensing Boards.

7.0 Procedures.

7.1 Initiation. The instructor/proponent/sponsoring organization will develop the draft
technical program, prepare the Professional Development Training Plan (attachment 1) and a
draft training certificate. Recommend that the forms developed have electronic signature
capability. This information will be presented to the approving official for review. This
information can be presented either formally (memorandum for record) or informally. Once the
approving official’s comments have been incorporated the instructor/proponent/sponsoring
organization will develop the final technical program and Professional Development Training
Certificate.

Note: The following statement or similar text should be placed on all
Professional Development Training Certificates. ““The sponsoring organization
verifies the content of the program. Each attendee is responsible for applying to
the appropriate licensing organization for his/her individual CE credits. The
USACE cannot guarantee that licensing organizations will accept the CE
credits.”

7.2 Approval. The approving official will approve the final technical program and sign the
Professional Development Training Certificate. The approval can be either formal or informal.

7.3 Schedule the Training Event. The instructor/proponent will schedule the event, and
inform the participants of the time and place of the event. The instructor/proponent will provide
all logistical resources to the participants such as read-aheads, conference call/web meeting
information, etc.

7.4 Conduct/Oversee Event. The instructor/proponent shall conduct the event. If the
instructor is not from the sponsoring organization, the proponent shall provide oversight to the
training event.

7.5 Complete Documentation. The instructor/proponent shall verify and sign the Record of
Attendance and finalize the Professional Development Training Certificates. The
instructor/proponent shall provide a Professional Development Training Certificate to each
attendee that has requested one (see paragraph 8.3).

8.0 Records & Measurements.

8.1 The Instructor/Proponent for the qualifying training event shall submit the
following documentation to the approving official:

(1) Event title, location, date(s), and times
(2) Sponsoring organization’s point(s)-of-contact/proponent(s)





(3) Agenda, indicating the presenter(s) and number of CE credit hours for each session
(4) Short synopsis of each session, including its relevance to the targeted profession(s)
(e.g. engineering, architecture, etc.). The synopsis should be a few sentences to a
paragraph, depending on the content and length of the session,

(5) Short biographical sketch on each presenter

(6) Procedure to track and validate attendance of each attendee/participant

(7) Professional Development Training Certificate for signature (See Attachment 3 for
example)

(8) Record-of-Attendance form (See Attachment 2 for example)

8.2 The organization sponsoring the qualifying training event will maintain the
following records and documentation:

(1) The information in paragraph 8.1

(2) The record of approval as per paragraph 7.2

(3) Validated list of sessions attended by each attendee/participant and the
number CE credit hours earned for each session and the total for the entire event

8.3 The sponsoring organization will provide each participant with a completion certificate,
indicating the number of CE credit hours earned. Example Professional Development Training
Certificate can be found in Attachment 3. The sponsoring organization may develop a custom
certificate; however, the certificate shall contain all of the information on the example. The
Approving Official must sign the training certificate (See paragraph 7.2). The sponsoring
organization will electronically file the training documents, including the completed Record of
Attendance for each training event, per paragraph 8.4 below. An example Record-of-
Attendance form is attached, or the sponsoring organization may develop a custom form. If the
event is being presented virtually, attendance shall be documented as per paragraph 6.2 above

8.4 Each Engineering and Construction Division (or equivalent), will establish on the
District/Center’s Intranet, a location for maintaining electronic records of all training conducted
with-in the District whereby CE credit hours are awarded. The Instructor/Proponent is
responsible for posting e-files on the Intranet. Each class should have a separate folder with the
requirements stated in paragraph 8.0, Records and Measurement, including completed Certificate
of Completions for each attendee. File names should conform to the format
“YYYYMMDD_Class-Name_Sponsoring Organization Office Symbol (e.g. 20140923_Low
Impact Development CECW-CE). Hard copies of documents are not required to be saved after
electronic records established.

8.5 The attendee/participant is responsible for determining the number of CE credits needed in
a given renewal period and maintaining personal records and for obtaining, completing, and
submitting any forms required by their respective licensing organizations.

9.0 Attachments.
Attachment 1 - Example USACE Professional Development Training Plan

Attachment 2 - Example USACE Professional Development Training Record of Attendance
Attachment 3 - Example of Professional Development Training Certificate





10.0 Flow Chart. Not Used





Professional Development Training

US Army Corps Plan

of Engineers.

Meeting/Conference Title:

ATTACHMENT 1

Location:

Date of Training:

Start Time: End Time:

Educational Program Description:

Tracking and Validating Attendance Procedures

CE credit hours to be Awarded:
Sponsoring Organization:

Instructor/Proponent: Approved/Authorized by:

Name: Name:

Date:

Title: Title:

Office: Office:






US Army Corps
of Engineers.

Professional Development Training
Record of Attendance

ATTACHMENT 2
Meeting/ConferenceTitle:
Location:
Date:
Length:
Start Time: End Time:
CE credit hours Awarded;
Sponsoring Organization:
Attendee Name Signature Office Symbol
Instructor/Proponent date

NAME Title Office






ATTACHMENT 3

EXAMPLE OF PROFESSIONAL DEVELOPMENT TRAINING CERTIFICATE
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